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DEPARTMENT OF THE ARMY
HEADQUARTERS, UNITED STATES ARMY MATERIEL COMMAND
500l EISENHOWER AVENUE, ALEXANDRIA, VA 22333-000l

AMC MEMORANDUM                                               14 November 1991
No.       1-11

Administration

OPERATION OF HQ AMC DURING HAZARDOUS WEATHER CONDITIONS
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1.  Purpose.  This memorandum outlines the operating procedure for HQ AMC
during hazardous weather conditions.

2.  Applicability.  This memorandum is applicable to all civilian and military
personnel assigned to or attached to HQ AMC.

3.  Policy.  a.  To ensure operational efficiency, each Deputy Chief of Staff
or separate staff office chief will designate and assure that certain
positions be manned under emergency conditions.  Primary and alternate
personnel will be designated for these essential positions.  Persons
designated as essential will be notified in writing and will be expected to
continue on the job or report for duty regardless of any general dismissal
authorization for all or part of the day. Position descriptions may be amended
to reflect essentiality.

    b.  An Assistant to the President makes the initial decision to release
personnel in the National Capital Region (NCR). The employees of HQ AMC will
be notified as follows:

        (1)  During duty hours.  The Army Operations Center (AOC) will notify
the Chief of Staff.  The notification will include the time that the release
is to be effective and whether those employees who are released are to be
placed on annual leave, administrative leave, or leave without pay.  In the
unusual event that an early dismissal is authorized during duty hours, they
will be staggered by agency for Federal offices and installations within  the
NCR in accordance with the Residential Zone Dismissal Plan (RZDP).  The RZDP
would stagger early release of workers in 30-minute intervals, and  employees
would be dismissed by priority, depending on who lives farthest from
Washington, DC.  The RZDP is composed of four residential zones.  The first 
and farthest zone is beyond Montogomery, Prince Georges, and Fairfax Counties.
The second zone is portions of Montgomery, Prince Georges, and Fairfax 
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Counties which are located  outside the beltway. The third zone is inside the
beltway, but not in the District  of Columbia. The fourth zone is in the
District of Columbia. In the absence of an official early dismissal from AOC,
managers and supervisors may grant annual leave to employees who request it
while on duty. Whether an employee should or should not be charged leave for
an absence depends upon his or  her duty or leave status at the time of
dismissal, determined as follows:

            (a)  If the employee was on duty when the activity closes, there
is no charge to leave for the remaining hours of the tour of duty following
dismissal.

            (b)  If the employee was on duty and departed on leave after
official word was received, but before the time set for dismissal, leave
discharged only from the time the employee departed until the time set for
dismissal.  Employees should not be permitted to depart before the time set
for dismissal without charge to leave.

            (c)  If the employee was scheduled to report for duty  after an
initial period of leave (for example, leave for a medical appointment) and
dismissal is given before the employee can report, leave is charged until the
time set for dismissal.

            (d)  If the employee was scheduled for leave for the entire tour
of duty, the entire absence is charged to the appropriate leave category
(e.g., sick leave, annual leave, or leave without pay).

        (2)  During off-duty hours.  In the event hazardous weather conditions
develop during off-duty hours or before the start of the workday, the  Office
of Personnel Management will provide radio and television stations one of  the
following four announcements when an emergency occurs.

            (a)  Federal employees should report to work. Federal  offices
are open and employees are expected to report to work as scheduled.

            (b)   Federal agencies are open and federal employees will  be
excused from reasonable tardiness.  Federal employees are expected to report
to work as scheduled.  However, a delayed arrival policy is in effect.
Supervisors may excuse short periods of tardiness, usually up to 2 hours,
without charge to leave. Annual leave or leave without pay should be charged
for absences in excess of the authorized tardiness.

            (c)   Federal agencies are open and federal employees may take
leave without prior approval.  Although federal offices are open, a liberal
annual leave or leave without pay policy permits employees to utilize annual
leave or leave without pay without the necessity for obtaining advance 
approval or providing detailed justification.

            (d)   Federal agencies are closed today. All federal offices
are closed and employees do not have to report to work as scheduled, except
those designated as mission essential.  All employees, except mission 
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essential, are placed on administrative leave, regardless of what their leave
status was to be for that day. Workdays on which activities are closed are
considered nonworkdays for leave purposes.

    c.  In the absence of an announcement, all personnel will be expected to
report for duty regardless of conditions.  Employees are expected to adjust
their schedules to cope with anticipated difficult driving conditions or
disruption of public transportation.

4.  References.

    a.  5 CFR 610.305(d)

    b.  AR 690-990-2, Book 610, S3-3a

    c.  FPM Supplement 990-2, Book 610, appendix A, paragraph A-4.
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